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(b) Time. The reading rooms or se-
lected areas will be open to the public
during the business hours of the GSA
office where they are located.

(c) Reading room and selected area
rules—(1) Handling of materials. The re-
moval or mutilation of materials is
forbidden by law and is punishable by
fine or imprisonment or both. When re-
quested by a reading room or selected
area attendant, a person inspecting
materials must present for examina-
tion any briefcase, handbag, notebook,
package, envelope, book or other arti-
cle that could contain GSA informa-
tional materials.

(2) Reproduction services. The GSA
Central Office or the Regional Business
Service Centers will furnish reasonable
copying and reproduction services for
available materials at the fees speci-
fied in § 105–60.305.

§ 105–60.304 Index.
GSA will make available to any

member of the public who requests it a
current index identifying information
for the public regarding any matter de-
scribed in § 105–60.302.

§ 105–60.305 Fees.

§ 105–60.305–1 Definitions.
For the purpose of this part:
(a) A statute specifically providing

for setting the level of fees for particu-
lar types of records (5 U.S.C.
552(a)(4)(A)(vii)) means any statute
that specifically requires a Govern-
ment agency to set the level of fees for
particular types of records, as opposed
to a statute that generally discusses
such fees. Fees are required by statute
to:

(1) Make Government information
conveniently available to the public
and to private sector organizations;

(2) Ensure that groups and individ-
uals pay the cost of publications and
other services that are for their special
use so that these costs are not borne by
the general taxpaying public;

(3) Operate an information dissemi-
nation activity on self-sustaining basis
to the maximum extent possible; or

(4) Return revenue to the Treasury
for defraying, wholly or in part, appro-

priated funds used to pay the cost of
disseminating Government informa-
tion.

(b) The term direct costs means those
expenditures that GSA actually incurs
in searching for and duplicating (and in
the case of commercial requesters, re-
viewing and redacting) documents to
respond to a FOIA request. Direct costs
include, for example, the salary of the
employee performing the work (the
basic rate of pay for the employee plus
16 percent of that rate to cover bene-
fits), and the cost of operating dupli-
cating machinery. Overhead expenses
such as costs of space, and heating or
lighting the facility where the records
are stored are not included in direct
costs.

(c) The term search includes all time
spent looking for material that is re-
sponsive to a request, including line-
by-line identification of material with-
in documents. Searches will be per-
formed in the most efficient and least
expensive manner so as to minimize
costs for both the agency and the re-
quester. Line-by-line searchers will not
be undertaken when it would be more
efficient to duplicate the entire docu-
ment. ‘‘Search’’ for responsive material
is not the same as ‘‘review’’ of a record
to determine whether it is exempt from
disclosure in whole or in part (see para-
graph (e) of this section). Searches may
be done manually or by computer using
existing programming.

(d) The term duplication means the
process of making a copy of a docu-
ment in response to a FOIA request.
Copies can take the form of paper,
microfilm, audiovisual materials, or
magnetic tapes or disks. To the extent
practicable, GSA will provide a copy of
the material in the form specified by
the requester.

(e) The term review means the proc-
ess of examining documents located in
response to a request to determine if
any portion of that document is per-
mitted to be withheld and processing
any documents for disclosure. See § 105–
60.305–6.

(f) The term commercial-use request
means a request from or on behalf of
one who seeks information for a use or
purpose that furthers the commercial,
trade, or profit interests of the re-
quester or person on whose behalf the
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